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AD.1.3.1 SAIT Procedures

Schedule B


SAIT POLICIES AND PROCEDURES DISCUSSION SHEET

	
[bookmark: _GoBack]DATE:        	Comment by Susan Radke: This is the date that the discussion sheet will be reviewed by Executive Management Council, Management Council, etc.



TOPIC:      	Comment by Susan Radke: For revisions – topic is “Revisions to XXX”
For new policies/procedures – topic is “Creation of new XX”
For deletions – topics is “Deletion of XX”



BACKGROUND: 	Comment by Susan Radke: For revisions to existing policies/procedures, this section sets out when it was last revised, why it now needs revision, and a brief summary of what is being revised. For new policies/procedures, this sets out the need to create the new policy/procedure and a brief summary of what it covers. For deletions, this sets out why it is being deleted.




STAKEHOLDER CONSULTATION:	Comment by Susan Radke: Sets out who has been consulted along the way in the revision/development/deletion of the policy/procedure.




ATTACHMENTS:	Comment by Susan Radke: List the policy/procedure here, along with any other documents you think are necessary. For revisions to existing policies/procedures the, changes should usually be tracked on the policy/procedure, and it should state (for instance) “AC.X.X. procedure, with revisions tracked.” 
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